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STEP 1. ORGANIZE FOR THE CIP PROCESS 
 
 
 
 
 
 

Objectives: Get the process off to the right start by organizing a dependable team, 
deciding on a schedule, and sticking to it. Familiarize others with the fact that the 
CIP is an advisory document developed by the planning board. 

 
Confirm Planning Board Authorization 

 
The New Hampshire statutes cite two prerequisites to the preparation of a municipal capital 
improvements program. First, the planning board must have adopted a master plan. Second, the 
local legislative body must have authorized either the planning board to develop the CIP or the 
governing body to appoint a capital improvement program committee. The board should 
document the date of adoption of the master plan, and cite the specific authorization given by the 
local legislative body for the planning board or the CIP committee to proceed with a CIP. If the 
preparation of a CIP has not been specifically authorized, a resolution must be voted which is 
similar to either one of the following sample warrant articles for a town meeting: 
 
 
 
 
 
 
 
 

SAMPLE ARTICLE AUTHORIZING PLANNING BOARD TO PREPARE A CIP 
Article Number _____: To see if the Town, having a Master Plan adopted by the Planning 
Board on [date of adoption], will vote to authorize the Planning Board to prepare and 
amend a recommended program of municipal capital improvements projected over a period 
of at least 6 years, in accordance with RSA 674:5. 

 
 
 
 

 
 
 
 
 

 

SAMPLE ARTICLE AUTHORIZING THE GOVERNING BODY TO APPOINT A 
COMMITTEE TO PREPARE A CIP 

Article Number _____: To see if the Town, having a Master Plan adopted by the Planning 
Board on [date of adoption], will vote to authorize the governing body to appoint a capital 
improvement program committee to prepare and amend a recommended program of 
municipal capital improvements projected over a period of at least 6 years, in accordance 
with RSA 674:5. 

 
Designate an Individual To Oversee Preparation 

 
The New Hampshire statutes clearly place responsibility for preparation of the capital 
improvements program with the planning board or the formally appointed CIP committee. The 
planning board or CIP committee may wish to delegate certain parts of the CIP preparation to 
administrative personnel, to municipal departments, or to a consultant. However, the planning 
board or CIP committee performs the tasks of analysis.  Bear in mind that a CIP which shows no 
evidence of communication between the planning board or CIP committee and municipal 
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departments, or no relationship to the master plan, will fall short of meeting minimum statutory 
requirements.  
 
It is recommended that the planning board or CIP committee designate one of its members, town 
staff or other volunteer, to be the central coordinator in charge of the CIP process. That person 
should then serve as the primary contact for all CIP activities, and be responsible to see that the 
planning board role is properly executed. The designee should maintain a file of all 
correspondence and meetings relating to the CIP, to document the process, and prevent its 
fragmentation. 
 

Develop a Schedule of Tasks and Completion Dates 
 
The level of interest in capital improvements programming will rapidly deteriorate without 
strong leadership, assignment of tasks, and scheduling. Exhibit I provides a sample CIP planning 
schedule for outlining major events or actions in the CIP process, the date targeted for 
completion of that event or action, and the responsible party or lead person assigned to carry out 
the task.  Discussion of such a schedule of events or actions should be accompanied by an 
organizational meeting involving the planning board or CIP committee and department heads so 
that all have a clear understanding of the rationale for the CIP process. By participating in the 
development of a CIP, each department may benefit from improvements in the quality of the 
facilities they operate and the services they provide. 
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STEP 5. COMMUNICATE WITH DEPARTMENTS TO IDENTIFY PROJECTS 
 
 
 
 
 
 

Objectives: Contact all departments, agencies, districts and commissions having 
an impact on the overall capital spending which is supported by local citizens and 
taxpayers. Use interviews, meetings, and standardized forms to identify initial 
capital project proposals. 

 
Communication With Departments Required 

 
Planning boards or CIP committees are required to make determinations of capital facility needs 
in association with all affected agencies, departments, fiscal officials and committees when 
preparing a capital improvements program. The minimum statutory requirements for such 
contacts are stated in RSA 674:7, I:  
 
 

"In preparing the capital improvements program, the planning board or the 
capital improvement program committee shall confer, in a manner deemed
appropriate by the board or the committee, with the mayor or the board of
selectmen, or the chief fiscal officer, the budget committee, other municipal 
officials and agencies, the school board or boards, and shall review the
recommendations of the master plan in relation to the proposed capital
improvements program." 

 
 
 
 
 
 
 
 
 
The planning board or CIP committee may confer with these departments and agencies in the 
form of written, correspondence, individual or group meetings, or through an advisory 
committee. The advisory committee itself may include department and commission heads. 
Communication with departments may be delegated to staff or to a consultant if these resources 
are available.  
 
It is recommended that a written record be retained of the correspondence issued on behalf of the 
planning board or CIP committee to affected departments or agencies. A record of meetings or 
other CIP conferences should be retained on file. This "paper trail" should be maintained to 
document compliance with statutory requirements in the event of legal challenge. The CIP itself 
is an unlikely target for legal challenge. However, a growth management or impact fee ordinance 
which relies on the adoption of a CIP is more likely to draw controversy, potentially leading to a 
detailed review of the adequacy of all documents supporting their development. 
 
A common omission in capital improvements programming is a failure to contact school district 
officials or to include school capital items under the assumption that, as a separate district, their 
facilities are not within the purview of the planning board or CIP committee. In fact, the statute 
specifically requires that contact be made with school officials, and school facilities are among 
the most costly capital improvements funded by the taxpayer. Similarly, village districts 
providing water service, fire protection, and other services should also participate, since the 
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object of the CIP is to plan and coordinate the provision of adequate services and facilities for 
the community at large. 
 

Response to Planning Board or CIP Committee Required by Statute 
 
Once a formal request has been issued by a planning board or committee which has been 
authorized by the municipality to prepare a CIP, affected agencies are required to honor that 
request by transmitting to the board or committee a statement of all capital projects proposed 
during the term of the program. (See RSA 674:7,II.) 
 
It will be useful to ask that the chief executive officer(s) of the community send an independent 
cover letter to municipal departments, emphasizing the importance of their response to the 
capital improvements programming process. Some department heads, especially in smaller 
communities, are reluctant to propose expensive, long-term capital improvements, believing that 
they should defer these judgments to the Board of Selectmen. Municipal departments and 
officials may also be skeptical of the capacity of the CIP to produce results, leading them to 
participate only passively in the process. 
 
The recommended way to gain support for the process and avoid unnecessary delay in preparing 
the CIP is to initiate effective communication from the beginning of the organizational process. 
Recommended steps for this process include: 

• Hold initial "brainstorming" sessions and organizational meetings to talk to department 
heads about capital improvement needs. Include the board of selectmen, fiscal officers, 
and budget committee. 

• Review with department heads the community facility recommendations of the most 
recent master plan to determine if they remain current or if other needs have developed 
since the adoption of the plan. 

• Arrive at an agreement on an appropriate working definition of a capital improvement 
project. 

• Explain the nature of the CIP as a non-binding planning document, which will be updated 
periodically. Advise the department's chief executive that the CIP is an advisory 
document only. 

• Provide "Project Request Forms" accompanied by a target date for response. Without a 
clear date for a return of the forms or a follow-up meeting, the CIP process can easily 
break down at this point. The coordinator of the CIP process should be prepared to be 
diligent in making follow-up calls or issuing reminder memos to department heads 
requesting responses to the request for capital projects. 

 
Exhibit 9 is a sample transmittal memorandum requesting municipal departments and agencies to 
submit capital improvement project proposals to the planning board or CIP committee. Exhibit 
10 is a sample project worksheet and submission form for use by the departments in responding 
to the planning board or CIP committee request for a list of capital projects. It is recommended 
that a separate sheet be filed for each prospective project. The basic elements of the Exhibit 10 
project proposal form are: 

• Project title and short description. 
• Statement of the primary effect of the project. 
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• Description of project service area, indicating the number of persons benefiting. 
• Project description and rationale as well as narrative justification with the need for the 

project. (All of the above items will assist in prioritizing the projects later.) 
• Cost estimate of improvement with component costs listed as appropriate. 
• Statement of potential impact on operating or maintenance cost with the need for 

personnel as a result of the improvement. 
• Statement of estimated or known sources of funding or proposed funding of the project. 

 
In addition to these forms, the CIP coordinator may want to issue to the departments a blank 
spreadsheet form showing a time period of 6 or more years, allowing departments to draft a 
preliminary schedule of proposed improvements over the period. 
 
Although the statute does not require an analysis of the cost of capital improvements, nor their 
operating impacts, these items are recommended. The absence of a statutory mandate for the 
inclusion of a cost analysis implies that the main emphasis of the CIP is the identification of 
capital needs and their priority. 
 
The planning board, CIP committee or CIP coordinator may also benefit from a public 
discussion of the need for capital projects, which may or may not be consistent with the interests 
of various departments. At such a forum, the project request forms could also be distributed to 
citizen participants who have an interest in proposing specific projects for a neighborhood or the 
community. 
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EXHIBIT 9: SAMPLE MEMO REQUESTING CAPITAL PROJECT PROPOSALS 
 
Date: ______________________ 
 
To: Board of Selectmen   Town Administrator 

Police Department   Fire Department 
Highway Superintendent  Library 
Conservation Commission  Solid Waste Committee 
Recreation Commission  Water Department 
School Board    Sewer Department 

 
From:____________________ Chairman, Planning Board 
 
Re: Capital Improvements Projects for [years covered by CIP ] 

Response Requested By [_____date______] 
 
The preparation of a Capital Improvements Program (CIP) has been initiated by the Planning Board 
[or CIP Committee], as authorized by the Town Meeting. Your list of specific capital projects 
envisioned for the planning period is needed for the CIP.  
 
New Hampshire RSA 674:7 requires, as part of the CIP process, that municipal departments, and 
related authorities and agencies transmit a statement of all capital projects they intend to undertake 
during the term of the CIP upon request of the Planning Board [or CIP Committee]. The statute also 
requires communication between the Planning Board [or CIP Committee] and the School Board in 
preparing the CIP. 
 
The attached forms provide worksheets to assist in your response. Also attached to this memo is 
a list of long-term capital expenditure needs identified in the Community Facilities section of the 
Master Plan. 
 
Please provide your recommendations for specific capital projects to be undertaken over the next 6 
years, and cost estimates where possible. For the purpose of this CIP "capital projects" have been 
defined as those projects outside normal operations and maintenance, and having the following 
characteristics: 
 

1. A gross cost of at least $ ___________; and 
2. A useful life of at least years; and 
3. Is non-recurring (not an annual budget item); or 
4. Any project requiring bond financing. 

 
If the project is eligible for any federal or state grants, matching funds, or loans, please indicate this 
on the form. One summary sheet should be completed per project, with separate sheets added for 
explanation where necessary. 
 
Please note that the CIP is an advisory document only; the inclusion of any particular project on your 
list or its listing in the CIP does not commit the town to that expenditure. 
 
Please submit project information on the forms provided, adding explanations where necessary, by 
[insert date for return of forms] to the Planning Board Office. 
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STEP 8. ADOPT AND IMPLEMENT THE CAPITAL IMPROVEMENT PROGRAM 
AND BUDGET 

 
 
 
 
 
 
 
 

Objectives: Hold a public hearing on the capital improvements program, and adopt 
the document in the same manner as a master plan. Transmit first-year capital 
budget recommendations to the chief executive officer(s) of the municipality and 
the budget committee.  Use the CIP as a foundation document, for considering 
growth management, impact fee and subdivision review processes. 

 
Adopt the Capital Improvements Program 

 
Adoption Procedure 
 
New Hampshire RSA 674:5 through 674:8 describes the preparation and effect of the CIP, but 
contains no specific guidelines for the adoption of a capital improvements program or capital 
budget. It is recommended that the program be adopted by the planning board or CIP committee 
under the same process that would be used for the master plan. (See RSA 675:6). Generally, this 
procedure requires at least one public hearing, after which the master plan may be adopted by the 
planning board, unless there are substantive changes made as a result of the comments received 
at the public hearing. A certified copy of the plan is then filed with the city or town clerk, and a 
copy filed with the Office of Energy and Planning. While adoption procedures specific to the 
CIP are absent from the statute, New Hampshire RSA 675: 9 specifically requires that a copy of 
any "capital improvement plan" which is adopted must be filed with the Office of Energy and 
Planning. 
 
Relationship of Adoption to Land Use Regulation 
 
While the statutes do not specify an adoption procedure for a CIP, the laws governing 
implementation of certain land use regulatory procedures do require CIP adoption. An adopted 
CIP may also have a functional role in the review of subdivisions and their impacts on 
community services and costs. 
 
Impact Fees. "In order for a municipality to adopt an impact fee ordinance, it must have enacted 
a capital improvements program pursuant to RSA 674:5-7.”  (RS A 674:21 ,V (b); emphasis 
added in bold face). This section refers to impact fees adopted as an innovative land use control 
within the zoning ordinance. While it may be inferred that an impact fee assessment schedule 
adopted under that section must be directly related to growth-related capital projects listed in the 
CIP, this relationship is not specifically required by the statute. 
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Growth Management; Timing of Development.  “Any ordinance imposing such a control may be 
adopted only after preparation and adoption by the planning board of a master plan and a 
capital improvement program and shall be based upon a growth management process intended 
to assess and balance community development needs and consider regional development needs.”  
(RSA 674:22; emphasis added in bold face). These requirements underscore the need to review 
the master plan for projects to be included in the capital improvement program. For the CIP to 
support a growth management ordinance, it should demonstrate that the capital improvements in 
the CIP have allowed for expansion of facilities to accommodate a reasonable share of the 
growth of the region. 
 
Growth Management; Interim Regulation. “In unusual circumstances requiring prompt attention 
and for the purpose of developing or altering a growth management process under RSA 674:22, 
or a master plan or capital improvement program, a city, town, or county …. may adopt an 
ordinance imposing interim regulations upon development as provided in this section.” (RSA 
674:23; emphasis added in bold face)  It is clear that in unusual circumstances, presumably those 
in which a large scale development or rapid pace of development could threaten to overwhelm 
community services, a community may invoke interim regulations for growth management to 
allow it time to prepare and adopt an appropriate capital improvements program. 
 
Scattered or Premature Subdivision.  The planning board may adopt subdivision regulations 
which may: “Provide against such scattered or premature subdivision of land as would involve 
danger or injury to health, safety, or prosperity by reason of the lack of water supply, drainage, 
transportation, schools, fire protection, or other public services, or necessitate the excessive 
expenditure of public funds for the supply of such services”  (RSA 674:36, II (a)) 
 
While this statute does not explicitly tie subdivision review to the CIP process, an adopted 
capital improvements program may become an important reference document for determining 
the extent of capital improvements and local expenditures which are reasonable for the 
community to undertake in any given year, and may indicate the level of annual expenditures 
which could be considered "excessive". Since the CIP establishes a plan to service anticipated 
growth in accordance with an acceptable fiscal policy, the CIP is a reasonable basis for setting 
policies or criteria for developer funding of facilities or services as a condition of subdivision 
approval. 
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Implement the Capital Improvements Program 
 
Transmit the Annual Capital Budget 
 
For the 6-year capital improvement program to have an actual effect on municipal expenditures, 
a direct connection must be made between long-term community planning and the annual 
budgeting process. When a planning board or CIP committee has prepared a capital 
improvements program, it is required to transmit its recommendations for the current year to the 
mayor [interpreted to include chief executive officer or selectmen as well] and the budget 
committee [for towns operating under the Municipal Finance Act] for consideration in the annual 
budget. 
 
Often, the principal rationale for developing a 6-year capital improvements program has been to 
meet statutory prerequisites for the implementation of land use regulatory measures. Such 
programs lack the commitment to an ongoing CIP process, and are soon forgotten. 
 
The preparation of the CIP must be followed by annual capital project recommendations for 
inclusion in the budget. One person from the planning board or CIP committee should be 
designated to see that there is an annual transmittal of recommendations to the appropriate 
authority to keep the capital improvements program functional and valid. Exhibit 14 provides a 
format for the presentation of annual capital budget recommendations by the planning board or 
CIP committee. 
 
Update the CIP 
 
An update of the CIP should be conducted annually. This task will be simplified once the initial 
CIP has been adopted. As departments become used to the format and process over the years, 
project information can be updated, planned projects modified, and new ones added. 
 
Where spreadsheet analysis software has been used, the community may easily keep a running 
record of capital and operating expenditures and their tax impacts for the most recent 10-year 
period by dropping out the oldest year of data and adding in the most recent fiscal year. After a 
few years, the CIP process can become a routine part of the annual work agenda of the planning 
board or CIP committee. 
 






